?»*-CARD'NAH Procurement Job Aid

PCard/ISSP Set-Up

About PCard / Integrated Services Supply Program (ISSP) Set-Up:

PCard/ISSP transactions are specific to each Cardholder (PCard) and District (ISSP Location) and are
approved by their Managers and Back-Ups. Each Cardholder and ISSP location is setup as individual
PCards and the transactions are managed using the Procurement Card pages in Cardinal.

PCARD Set-Up Pages 1-5

ISSP Set-Up Pages 5-9

PCARD Set-UP

To add a PCard holder, the employee’s name must be present in Cardinal.

1 The Agency PCard Administrator(s) enters the Cardholder data into the PCard Issuer system.
(i. e. Bank Of America “WORKS”)

2 Navigate to Purchasing > Procurement Cards >Definitions > Cardholder Profile

|4 CARDINAL

Home | Workist | AddioFavorites |  Sign out
Favnvrrtes MalnvMenu » Purchasing > Procurement Cards > Definitions > Cardholder Profie

& New Window @Help = nttp
Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): |300

™ case Sensitive

Clear  Basic Search [6f Save Search Criteria

3 Narrow your search for a particular District using the Employee ID field or any other search criteria.
4  Click the Search button.
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Procurement Job Aid

PCard/ISSP Set-Up
AP CARDINAL | 1

| workist | AddtoFavorites | Sign out

Favgrites ; Main Menu > Purch'aslng > Procuremvent Cards » Deﬁnitmns » Cardholder Profile

@ New Window (Z)Help [E Customize Page [ niip t
nal Data Card Data \

Name: JONES,JOHN

Employee ID: 00001002100

Personnel Status: Employee

Telephone:

Country: USA  United States

Address 1: 6425 RICHMOND

Address 2:

Address 3:

Address 4:

City: RICHMOND

County: Postal: 23225-6850

State: VA Virginia

Save [ Retm to Scarch | 1| Previous i List | 4] Mextinbst | | =] Wty |

Personal Data | Card Data

5 Click on the Card Data tab.

|4 CARDINAL

Home | Workist | AddtoFavortes | Sign out
Favo'm:es Main'Menu > Purchasing > Procurement Cards > Definitions » Cardholder Profile

Personal Data "

@New‘.’\findnw @He\p Izcustom\zepage mtp

JONES,JOHN

™ Display Unmasked Card Number

Card Data Customize | Find | B First I g0r1 O Lt
" credtt card | Credit Limits | Transaction Limits

*Business Unit "Card Issuer *Card Number *Expiry Date Card Type Date Issued

(50100 & [BAvI3 @ 9000 | [o1012015 5 [visa =l ososz013 B =l

save | [Gh RetumtoSearch | (1] PreviousinList | || NextinList | [ notify |

Personal Data | Card Data

6 Enter PCard information (example shown).

7 Click Additional Information tab.

A CARDINAL 1

| workist | AddtoFavorites |  Signout

Favorites . Main Menu > Purchvasmg > Procuremgnt Cards » Deﬁﬂitmns » Cardholder Profile

Personal Data '
JONES,JOHN

™ Display Unmasked Card Number

2 New Window @Help @Custumlz&lﬂage Ehﬂp f
|

customize | Find | BV | 3 Firet £ q0pq O aet

Credit Card Additional Information Credit Limits Transaction Limits.

*Business Default

P *Card Issuer *Card Number Vendor Card Vendors Proxies R ‘Commaodity Codes
Unit Distrib
Default
50100 @, [BAavia @ | 8000 r Vendors | Proxies Commodity Codes =

[ Save_\ |2 Return to Search | [t P{evsmsnust_\ MEl Mennus«_\ = Mw'fy_\

Personal Data | Card Data

8 Click Default Distrib hyperlink.
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Fav(:vrrtes Mavaenu » Purchasing > Procurement Cards > Definitions » Cardholder Profile

& New Window @Help @Custom\ze Page Enhp

Default Accounting Distribution

JONES,JOHN

BAVIZ Card Number: g )
~ Default Values

Ship To: [ -

= Use Single-Line Distribution

€ Use Multi-Line Distribution

Account Distribution Find First El 4 or 4 O Last

L Unit *Account und Program Department Cost Center Task FIPS Asset Agency Use 1 Agency Use

so00a, oz @ @ @ @, | Q[ al @] 2 @ ‘
|

| |
1~

9 Enter GL Unit and Account (at a minimum).

10 Click OK.

Add to F:

:avovr'rtes Main'Menu » Purchasing > Procurement Cards : Definitions > Cardholder Profie

Personal Data \

JONES,JOHN

™ Display Unmasked Card Number

@Newwmdow @Help @Cusmmiz&Paqe Ehﬂp 1
[

] 1
Customize | Find | First & 4 of 1 L4 Last

" CreditCard | EVETOENNGEETVN  Credit Limis | Transaction Limts |

*Business Default

Unit *Card Issuer *Card Humber Vendor Card Vendors Proxies Distrib ‘Commodity Codes
(50100 & |[BAVIZ @, [ 9000 r Vendors % Commodity Codes

Save [oF Returnto Search | ] Previousinlist 4| Mextinlist |[=] Notify

Personal Data | Card Data

11 Click Proxies hyperlink.
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PCard/ISSP Set-Up

.4 CARDINAL |
== Home | Workist | AddtoFavortes | Signout

Favovrites Ma\nvMenu » Purchvasmg » Procuremsnt Cards > Deﬁnvrtions » Cardholder Profile
0 New Window @Heln E‘J'CusmmlzeFage Em‘tp (H
1

Assign Proxies

JONES,JOHN
BAVIZ  Card Number: e 9000

customize | Find | BV | #8 First B 47017 I Last
“User ID T “Role RED“;::&E' Buyer Default
’WQ Jones, J Jones(vDOT) IW |l | o [#|[=]
BLLYSMITH @ smith, Billy (vDOT) [suPervsoR =] Il [l (=
[MICHELETHOMPSGM @, Thempson, Michele M (VDOT) r [ [+]|[=]
[USACLNE & Cline LisaP. (vDOT) [PCara aaministrator =] r r | =
[DEBBIEBAYLES @, Bayles, Debral. (VDOT} 5Card Adminstrato r r H|E=
[PPS_MKEHALL @, HALL MIKE r r E3=]
[PPS_TIMSARTINI @, SARTINI, TW [PPSPR Configurator =] r r

“ o

12 Click the “+” sign to add a new line or the “~* sign to delete a line.

13 Look Up/Insert specified name and select the Role.

14 Enter Proxies as applicable.

Note: The PCard Proxy standard for each PCard is:

e The “Agency PCard User” is for all Reconcilers (there must be at least one).
e The “Supervisor” is for all Approvers (there must be at least one).
= The “PCard Administrator” designation is required for:
o District Program Administrator
o LISA.CLINE (ASD)
o DEBBIE BAYLES (ASD)
= The “PPS PR Configurator” designation is required for the following:
=  PPS_TIM.SARTINI
= PPS_MIKE.HALL

15 Click OK.
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|4 CARDINAL

Home | Workist | AddtoFavortes | Signout
Favovrites Ma\nvMenu » Purchasing > Procurement Cards > Definiions > Cardholder Profile

Personal Data |G BE Y

JONES,JOHN

B New Window @Help Efcusmmize Page [ hitp !

r Display Unmasked Card Number

customize | Find | BV | 5 st £ 10p1 O Last

Credit Card || Additional Information | &= 4158 ( Transaction Limils

*Business Maximum Credit . _ Limit Per
Unit *Card Issuer *Card Number Limit Limit Per Cycle e *Currency
(50100 13, [BAVI3 @ | 9000 | | 500000/ | usD @ =

[5) save )20 Retunto Search | [t PreviousinList | 4] NextinList| [ Holify

Personal Data | Card Data

16 Click Save.

ISSP Set-UP

To Add or Delete ISSP Reconcilers and Approvers:

17 Navigate to Purchasing > Procurement Cards >Definitions > Cardholder Profile

18 Narrow your search for a particular district using the Employee ID field or any other search criteria

Home | Workist | AddioFavorites |  Sign out
Favorites  Main Menu > Purchasing > Procurement Cards > Definitions » Cardholder Profile

& New Window @ Help B= hitp

Cardholder Profile

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300) [300 |
Employee ID:[ begins with =] IS5P

Name: Ibeglns wnnj\

Last Name: |beg|n5 wnnj\

I” Case Sensitive

Search Clear |Basic Search [ Save Search Criteria

Search Results

iew All First [4] 18of8 [}] Last
Emplovee Rl Last Name
1S8P1 I District Bristol I DISTRICT
1SS8P2 DISTRICT
ISSP3 District Lynchburg DISTRICT
1SSP4 District Richmond DISTRICT

I1SSP5 District HamptonRoads DISTRICT
1S8P6 District Fredricksburg | DISTRICT
ISSP7 District. Culpeper DISTRICT
155P3 District Stauntan DISTRICT
155P9 District NOVA DISTRICT

19 Select the specific ISSP District to make changes.

20 In this example, the first listed District is selected.
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4 CARDINAL

| Workist | Addto Favorites
Favo'rrtes Main'Manu > Purchasing > Procurement Cards > Definitions > Cardholder Profie

Personal Data || eglnEiE:]

Name: District Bristol

I New Window @Help E{"CusmmlzeFage i nttp

Employee ID: IS5P1

Personnel Status: MNon-Employee

Telephone:

Country: USA United States Usa
Address 1:

Address 2:

Address 3:

City:
County: Postal:

State:

| save | G Retunto Search | [ Previous inList| [y] NextinList | |[=] Notify |

Personal Data | Card Data

21 Click on the Card Data tab.

| workist | AddtoFavorites |  Signout
Favu'rrtes Main'Meﬂu » Purchasing > Procurement Cards > Definitions » Cardholder Profile

| Personal Data Card Data

District,Bristol

B new Window (DHelp [& Customize Page [ http

r Display Unmasked Card Number

Card Data
Credit Card

| B First KN 135 of 35 1 Lsst

Customize | Find

Additional Information |

| CreditLimits | Transaction Limits

L':":i"e“ *Card Issuer *Card Humber *Expiry Date Card Type Date Issued
50100 @, ISSPO e F a1 50N [123112009 [ |[visa = [o1i01M901
50100 @, IssPO s i 0OV [123112009 [ |[visa =l [o1i01M901
50100 @, IS3PO ersss e GON [123112009 [ |[visa = [o1i01M901
50100 @, IssPO e 0L [123112009 [ |[visa =l [o1i01M901
[so100 @, 1z8P0 e B 60R [123112009 [ |[visa = [o1i01M901
50100 @, |138P0 s 401 [123112009 [ |[visa = [o1i01M901
[s0100 @, |188P0 e R S1600) [123112009 [ |[visa = [o1i01M901
50100 @, |138P0 R RE [123112009 [ |[visa = [o1i01M901
[s0100 @, |138P0 s 40N [12i3112008 [ |[visa = [o1i01M901

Note: There are 5 different types of ISSP accounts. They are:

L= Other Agency
V= Non-Equipment
Rental

N= Non-Rental

O= Non-Equipment

O O O O O
Py
I

22 Click on the Additional Information tab
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Home | Workist | AddtoFavorites | Sign out
Fa\m'ntes Main'Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profie
& New Window @Help E,)Cusmmize Page Enﬂp 2]

Personal Data CardDala
District,Bristol
r Display Unmasked Card Number

customize | Find | B8 | # First £ 1-35 0738 12 Last
*Business N s - Default .
Unit Card Issuer Card Number Vendor Card Vendors Proxies Distrib Commaodity Codes
50100 @ ISSP0 e 1501 ™ |vendors |Prosies ﬁl Commodity Codes | ]| [=]| 5
50100 (@, [IsSPO0 s 100V r vendors [[Proxies ggﬁj' Commodity Codes | [+]|[=]
50100 2, 128P0 O Vendors [ Proxies ggﬁﬁ]" Commodity Codes ]| [=]
50100 @, ssPD e 1001 r Vendors | Proxies Dsfsm] Commodity Codes | ] [=]
50100 (@ [IssP0 000000 | 180R r vendors [|Proxes gf’sf%" Commodity Codes | [ [=]

s
s0100 @ lgsp0 memeseens 140L r Vendors [|Proxies Bgﬁﬁ]" Commodity Codes | [ [=]
50100 @, I138P0 [ Vendors JProxies % Commodity Codes =] =]
s0100 @ issp0 wEwswes 120N r vendors [|Proxes gf’sf%" Commodity Codes | [+ [=]
50100 @ (IssP0  memesees 140N r Vendors [|Proxies % Commodity Codes | [ [=]
50100 @, I155P0 [ Vendors JProxies % Commodity Codes | [=]
50100 @, |1ssPo O Vendors [ Proxies ggﬁ:l Commodity Codes ]| [=]
s0100 @ lgsp0 e 160L r Vendors [|Proxies % Commodity Codes | [ [=]
50100 @, I155P0 i 11111 [ Vendors JProxies Bgﬁﬂt Commodity Codes | [=]
s0100 @ issp0 wEwswes 131V r vendors [|Proxes % Commodity Codes | [+ [=]
50100 @ (IssP0  memeses 140V r Vendors [|Proxies B‘Esffrﬁ]" Commodity Codes | ] |£|_I

| e

23 Click on the Default Distrib hyperlink to enter a chart of accounts for each account ending in
L, N, R, and O. There is no need to enter a default chart of accounts for V.
24 Click on the Proxies hyperlink for each account.

Note: The following will need to be done for EACH of the cards that you would like to update.
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Assign Proxies

District,Bristol

ISSP0 Card Number:

*UserID

ANGELA GILBREATH O,
ANGIE.AKERS Q
DamDnoRean @
ELEwnUNDERooD
Karviaor 2
LoAlEonssD &
FreTmemT
RoperTEaRNE
T TR
T Y
WADANCALLSTER

|

Favorites | Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profie

Customize | Find | B | 2
Requester

Description *Role Default

Gilbreath, Angela (VDOT) [AgencyPeardUser 5] =
Akers, Angie (VDOT) [fgencyPoarauser 3]
Morgan, David E. (VDOT) [Paraadministater 5]
Underwood, Glenn A (VDOT) [FCara Administrator 7]
Taylor, Kathy (VDOT) [AgencyFearauser =]
Leonard, Linda (VDOT) [fgencyPearauser 3]
SARTINI, TIH

Bamns, Robert T. (VDOT) PCard Administrator hd

HALL, MIKE IF’F'S PR Configurator hd
White, Terry (vDOT) I.Agency PCard User hd

McAllister, Wanda (VDOT) PCard Administrator h

H R R ORRER®

Buyer Default

=

H EEOR R Q@

First K 111 o 141 I (ast

H|E
=
H|E
HH|=
B
==
H|E=
H|E
[+l
=

PCard/ISSP Set-Up

Home | Workist | AddtoFavorites | Sign out

B New Window @He\p E,/Cusmm\zer—‘age Em‘tp

25 Click the “+”

sign to add a new line or the “~* sign to delete a line.

26 Look Up/Insert specified name and select the Role.

27 Click OK.

Note: The ISSP Proxy standard for each location (card) is:

= The “PCard Administrator” designation is required for the following:

DAVID.MORGAN
GLENN.UNDERWOOD
ROBERT.BARNS
WANDA.MCALLISTER

= The “PPS PR Configurator” designation is required for the following:

PPS_TIM.SARTINI.
PPS_MIKE.HALL

= The “Agency PCard User” is for all Reconcilers (there must be at least one).

=  The “Supervisor” is for all Approvers (there must be at least one).
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PCard/ISSP Set-Up

Home | Workist | AddtoFavortes |  Sign out

Favarites

| Personal Data Card Data

District,Bristol

M3l 'Menu » Purchasing Procurement Cards > Definitions » Cardholder Profie

@Nemednw @Help [,-/CusmmizeF’age Enﬂp

r Display Unmasked Card Number

Customize | Find | First K1 1350735 I Last

Credit Card Additional Information || Credit Limits || Transaction Limits

*Business

Unit *Card Issuer *Card Number *Expiry Date ‘Card Type Date Issued

[s0100 @, ISSPO 1501 [12i31/2009 [l [visa =1 [ouwotneer H
50100 @, ISSPO e 00V [12i31/2009 [l [visa =1 [ouotneer H
[s0100 @, ISSPO 1G0T [12i31/2009 [l [visa =1 [ouwotneer H
50100 @, ISSPO e 0L [12i31/2009 [l [visa =1 [ouotneer H
[s0100 @, ISSPO 160R [12i31/2009 [l [visa =1 [ouwotneer H
50100 @, ISSPO R IR [12i31/2009 [l [visa =1 [ouotneer H
[s0100 @, ISSPO 1600 [12i31/2009 [l [visa =1 [ouwotneer H
50100 @, ISSPO rere 20N [12i31/2009 [l [visa =1 [ouotneer H
[s0100 @, ISSPO ST [12i31/2009 [l [visa =1 [ouwotneer H
50100 @, ISSPO s 40R [12i31/2009 [l [visa =1 [ouotneer H
[s0100 @, 1SSPO 1500 [12i31/2009 [ [visa =l [orotnser H
50100 @, ISSPo e GOL [12i31/2009 [ [visa =1 [owotnser H
[s0100 @, 1SSPO a0 [12i31/2009 [ [visa =l [orotnser H
50100 @, ISSPo R Y [12i31/2009 [ [visa =1 [owotnser H
[s0100 @, 1SSPO S a0 [12i31/2009 [ [visa =l [orotnser H

lof Returnto Search | |f] Previousin List W] Nextinlist | |=] Motify |

Personal Data | Card Data

28 Click Save.
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